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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

y.,#~.-__L.*ri--- . _ _  lr RECORDS MANAGEMENT DIVISION 

1. I 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
_y_->~_.-, --- _?_ ~ .. .~~. . -~ ~ . . ~ ~ - - =  ~. ~~ .i ..~ 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed oriainal to 
Department of Archiues and History. Records Management Division; 330 Capitol Avenue, Atlanta, Georgia,-30334, 
Attention: Scheduling Section. 

---~---.----..cc___I 

1. Agency Address 

ivision of Mental H e a l t h  & Mental Retarda  

t l a n t a ,  Georgia  30334 

Department of Human R e s o u r c e s  

-- T r i n i t y  Avenue 

- .- ,, ~ __ _l_ll__l.__ ~ -I___~____ ~ ~____.__lL 
Working Ti t le  Telephone Number 

-_ 
gplication h c a  

gplication Number 

~ . . ~ ~  
'. Person to Contact 

a. 
b. 

Estabtirn Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

,. Dates of Sries 

(DIVISION-WIDE COMMON. SCHEDULES) See A t t a c h e d  
__I- 

What is the function of the Division and the Office in which this record series i s  created? 
1 larliest Latest 

Present lg60 .I ~ " ~~ - - -  
1. Division ~d Offica Function 

he Division of Mental  Hea l th .and  Mental R e t a r d a t i o n  a d m i n i s t e r s  the programs for menta l  h e a l t h  
pntal r e t a r d a t i o n  and other deve lopmen ta l  d i s a b i l i t i e s ;  alcohol and drug  abuse;  and c o n d u c t s  
r a i n i n g  and r e s e a r c h .  
d m h i s t r a t i o n  of the s t a t e  menta l  h o s p i t a l s ;  and r e h a b i l i t a t i o n  and r e t a r d a t i o n  centers 
ta  te- w i  de  . 
t a t e  Reg iona l  Hospi t a l s / I n s ' t i t u t i o n s  and Medical  Centers have the r e s p o n s i b i l i t y  to p r o v i d e  
s n t a l  health services for the people i n  i t s  geograph ic  a r e a  of responsibility; t o  conduc t  
r a i n i n g  and e d u c a t i o n  for p e r s o n s  i n  v a r i o u s  men ta l  health d i s c i p l i n e s ;  and t o  c a r r y  out 
esearch  w i t h  the objective of d e t e r m i n i n g  the c a u s e s  and possible c u r e s  o f  menta l  illness. 

-.. 

This Division i s  also concerned  w i t h  community menta l  h e a l t h  and the 

I -I--- - --_-_I______ . RIcord Series Description 

Documents relating to: 

This file contains the following documents /include form numbers and titles, if any): 
Attach samples of the file. 

See A t t a c h e d  
lnduded are: 

File is arranged: 
, 

I - ~_l__l ~- - __-.. 
I. Monthly Reference Rate 

One to six months old 
3wenw-five months and older -.---? 

Letter-size drawers ..  

How often are records referred to which are: 

; Seven to twelve months old ~ -; Thirteen to twenty-four months old - - I  

-.--_____ I_- _-~- d-__i_L_II.~h .-...- __ - 
3. Annuel Rate of Accumulatlon of Records 

-: Legal+ize drawers -; Shelves ---; Other (specify) - - 
. .  

--A 
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. 
-- :.~..~-.- .-- __ . . Ylml-i- -~ - ___. ~.. . ... .~ 

10-_Qen_ionnsiro .... JPlaSp~bn ''X". !c.!hep!e!~sk!!& ~ ~ 

~ ~.-l! npf. NbWQ 11 It?- i~i_ __ .- 
4 - a. Is this the official copy of the aries? - 
1 .i ~ - . A  

. .  
. . ~ ._ .~ 

b. Does the series contain confidential information requiring security handling?. If yes, site law or regulation, 

c Is this a vital record? 
d. Doer this series _- haw historical __-.- or l o n s r m  research value? -- __I 

e. When one or two documents in the file make it necessary to keep the entlre file for a long period, could these 

~- -- . . ~  ~ __ .̂I_..L___ --_ -__- 
,_ -. . -. . ~----.. ~ y_...--_ * 

- 1 ~  l_-_l-_ 

dncvmeots bcschodvled seParatelvL ~ _. . ~.--A; ~ ~ I_~ ~ ~- 
_t ,~ l~e in farmai~n  mpntaioedinthirseriesmr Pu$lith~~~~.~lf.y~~pn~~~~CDBY, ___ .. 
g. tls the information contained in this Series ever analyzed and/or recorded in a summarized repart$. 

h. Is there a duplication of th is  series in your office, or in another office or agency? 
~ _ _  .If.~tr,ah~re2-: . 

.A - ~ t h i r ~ l ~ ~ ~ l y m i c r a f i l m e d ?  ~I._. 

J-_Elwbthe~~r~rier~reurl t inaccrmnuter  a in to~t2 .  ~ _ _. ~ _~ ~~ . . . __ 
bn Rquirementr 

. 

~.lf.MS.dftBChM)RY.~~. . . ~  -~ ~~ ~~ ~ c _ ~  . ~ .  1 ___I.___.. 

- -- ~- .. ~ _ _ ~  
. .  . 

The following requires the series to be kept: 

a. ~ & L a w  .. ~- years. d. Audit period years. 
b. Stat- of limitation - -years. e. Administrative need -.-- years. 
c Fedorel law - .. . . . _-years. f. Federal retention instructions years. 

Am,* copy or excert of laws or regulations. Explain administrative need. 

,. 

1 
~~ 

~~ 

. .  .~ , ,  

. .  
,. . .  

-- _~. -__--- _____ ~~ __ 
1 2  Approved Dlspopodtion Inrtrudons This agenw recommends that the fi le series be cut off a t  the end of each: . ' 

:-:-then, 
--' 

< . .  I. , ., ~0 Calendar Year: 0 Fiscal Year; 0 Other 

0 Hold in the current files area month(si --__ yeadst; then. 
0 Transfer to local holding area; hold -~- -ycar(s); then 
0 Transfer to State Records Center;hold --:---year(s); then ~ , ~, . 

0 Destrgy, 
0 Trander'to State Archives for permanent retention. 
0 0 t h  (Specify1 

, , 

. . .  

, 

. 
.. . 

See Attached 

- 

Thea itktruaions apply to a l l  prior and future accumulations of the series. 
r 
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Engineering Service and Work Order F i l e s  
Documents r e l a t i n g  to  r e q u e s t  for engineer ing  
maintenance services. 

Included b u t  not l i m i t e d  t o  a r e  service orders, 
work orders and similar or r e l a t e d  documents. 

F i l e s  may be arranged a l p h a b e t i c a l l y  b y  a c t i v i t y  
performing the w r k ,  thereunder chrono log ica l l y  
b y  da te .  

78-  37s 
x i n e e r i n g  Work Order Control F i l e s  
Documents r e l a t i n g  t o  review o f  reques ted  engineer-  
i n g  maintenance. 

Included are c o p i e s  of work orders used for such  
p u r p s e s  a s  follow up o f  a u t h r i z e d  work b y  a c t i v -  
i t y  foremen. 

Files may be arranged chrono log ica l l y  b y  d a t e  o f  
w r k  order. 

Engineering Stock Record  Account F i l e s  
Documents r e l a t i n u  t o  main ta in inu  a n  inventoru re- - - - 
fleeting r e c e i p t ,  s t o r a g e ,  maintenance and d i s -  
position o f  real proper t y  and engineering stock 
items. 

Included b u t  not l i m i t e d  t o  a r e  stock record  cards  
or a n y  e q u i v a l e n t  forms used i n  l i e u  thereof; records 
suppor t ing  p o s t i n g  t o  the stock record  account  such  
as t r a n s f e r s  o f  i t e m s ,  c o p i e s  o f  l e a s e s ,  r e q u i s i t i o n s ,  
inventory adius tment  r e p o r t s ,  work orUers, t u r n  i n  
slips, purchase o r d e r s  and s i m i l a r  or r e l a t e d  infor- 
mation. 

F i l e s  may be arranged a l p h a b e t i c a l l y  b y  i t e m  or 
f a c i l i t y .  

70- 9-77 
Job Order Register Files 
Documents r e l a t i n g  t o  control o f  job orders. 

Included b u t  not l i m i t e d  to a r e  r e g i s t e r s  or sheets 
r e f l e c t i n g  i d e n t i f y i n g  job numbers, d a t e s  o f  r e c e i p t ,  
approval or d i sapprova l ,  schedul ing  and comple t ion ,  
d e s c r i p t i o n ,  cost and s i m i l a r  or r e l a t e d  in format ion .  

F i l e s  may be arranged chrono log ica l l y  b y  da te .  

C u t . a f f  f i l e  a t  the end o f  each 
calendar year;  ho ld  i n  c u r r e n t  
f i l es  area 2 y e a r s ;  then des t roy .  

Upon complet ion o f  work, hold 
1 month, then des t roy .  

When cards  a r e  f i l l e d  or reflect 
zero ba lance , remve  from a c t i v e  
f i l e ,  h o l d  i n  current f i l es  
area f o r 3  y e a r s ;  then des t roy .  

Where inventories a r e  computerizec 
COFF p r i n t o u t s  a t  end of  CY or 
FY, h o l d  CFA for years;  d e s t r o y .  

Cut o f f  f i l e  when document i s  
full, h o l d  i n  current f i l e s  area 
for 2 years;  then des t roy .  . ,  



f '  78- 27% 
I Master F a c i l i t i e s  Planning Files Cut o f f  the end o f  each ca l -  

endar year;  h o l d  i n  c u r r e n t  mcuments r e l a t i n g  to the preparat ion  develop 
ment review, approval and revisions o f  master  f i l e s  area for 3 years :  t rans-  
p l a n s  for i n s t i t u t i o n  f a c i l i t i e s .  fer  to l o c a l  h o l d i n g  area ,  h o l d  

Included b u t  not l i m i t e d  to a r e  the master  p l a n  
which may i n c l u d e  b a s i c  in format ion  maps, a n a l y s i s  
o f  exis t ing f a c i l i t i e s  r e p o r t :  t a b u l a t i o n  of 
e x i s t i n ?  and. r equ i red  f a c i l i t i e s :  and p l a n s  for 
f u t u r e  development i .e., general  s i te p l a n ,  
a n a l y t i c a l  r e p o r t ,  background mater ia l  and re- 
l a t e d  correspondence. 

F i l e s  a r e  arranged a l p h a b e t i c a l l y  by p r o j e c t  name. 

for 7 years )  then des t roy .  

78- 274 - Ent6nvlogy Service F i a  
mcuments r e l a t i n g  to c r i t e r i a ,  p r a c t i c e s  and 
a p p l i c a t i o n  o f  measures for insect and rodent  
control. 

Included a r e  reports o f  inspections and app l i -  
c a t i o n s  and s i m i l a r  or r e l a t e d  in format ion .  

F i l e  i s  arranged b y  da te .  

78-22.6- 
s a n i t a r y  Service F i l e s  
mcuments  r e l a t i n g  to the collection and  d i s -  
-- 

- 
posal  o f  r e f u s e .  

Included b u t  not l i m i t e d  to a r e  r e p o r t s  i d e n t i -  
f y i n g  collection and d i sposa l  o f  r e f u s e ,  collect- 
ion o f  sa lvage  and s i m i l a r  or r e l a t e d  documents. 

F i l e s  a r e  a r a n g e d  b y  d a t e .  

O F F  f i l e  a t  the end of each 
calendar year or con t rac t  year;  
hold i n  CFA for 3 years;  then 
d e s t r o y .  

, . ,  L .> -~ ~~ ~~ , 
~. ~. 1 . ~ .  

Cut o f f  f i l e  a t  the end o f  each 
calendar year :  h o l d  i n  c u r r e n t  
f i l e s  area f o r  3 y e a r s :  then 
destroy.  


